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1. fequesting Agenc .
. DEPARTMENT OF %ABO% AND INDUSTRY

R IR BT DR ine Ageney

3+ Authorization Requested (Check only one of the squares below).

A

3 _ Ce

Dispose of present Establish retention sche-

accumulation, No dule for records for which

additional accumulation
is anticipated. Records.
have ceased to have

value to warrant reten~

there 1s a continuing accumu=

retention after the period of

Microfilm and destroy
_joriginals, Originals
. if not microfilmed would
lation. The records will cease be retained for the pcriod
to have value to warrant their of time indicated,

tion.. time: indicated, ' '
Lo S« Dcscription of Records - ' 6. Rccommendation
Item | Yescribe records accurately, Include title, form number, - . [of Hall of Re-
No. | purpose, size of documents, inclusive dates, quantity (cubic [cords and Roard
or linear fect), and show aegqﬂggggod rctention periods of Public Works,
X JHINCR PP LOYYEN A ot

Winor's employment certiiicates, Form CD (v x 7-3/4") are
required of all children between the ages 1},-18 before they
can be employed. The form is prepared in duplicate. The
is retained in the file of the Department. The employer is
ment when the minor leaves his employe Upon return of the
original, the yellow duplicate is removed from the £ile and
destroyed and the original (white) is inserted in its place,
Change of employment requires a new certificate, hence there
may be several forms for an individual minor. Certificates
for each minor are retained in an open-end manila envelopae
| The envelopes, which are 6" x 8", indicate the name of the
minor, address, birthdate and the date of each certificate

| 1ssuedse The file is maintained in two categories. The
These are filed alphabetically by name of minore. The second
age of 18, _.The certificates in the second category are
filed by year and then alphabetically by name of minore
Certificates are shifted annually from the under 18 years of

aze file to the over 18 years of age file in accordance with
the birthdate indicated on the envelope. Certificates indi=-

basis of information contained in the over 18 years of age
file. (Article 100, Sece 24, Para. h,-of Annotated Code of
Maryland required that minor's employment certificates be .

original (white) goes to the employer, the duplicate (yellow)

required to return the copy of the certificate to the Departe

first contains certificates for minors under 18 years of age.

contains the certificates of individuals who have reached the

cating the minor has attained the age of 18 are issued on thg
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be | : 5. Description of Records - 16+ Recomnendation

‘ Tteml Describe records accurately. Include title, form number, of Hall of Re-
No.| - purpose, size of documents, inclusive dates, quantity (cubic |cords apd Board .
o or lincar feet), and show recommended retention period.- of Public Works.

& of i5sug
The file is located on the first floor of the Department's - | -
office, 12 East Mulberry Street, and occupies 70 double 6" x
8% drawers, -divided eauvally between the two age groups for th
‘period 1548 to date (58 cuble feet). ‘Annual rate of accumilat
tion is 12 cubic feet. . .
- RECOMMFNDATIONY - Retain for l; years after the dat-e of issue
and then destroy. , . :

2. | EMPLOYFR'S APPLICATION FOR MINOR'S EMPLOYMENT CERTIFICATE MM
- | Form CI~C0, (5" = 8%), This form must be submitted by the emt Horl g Qaeect
“ployer before the Department will issve & work certificate to Ot
‘a minors It shows the iype of business, hours, vages a nd '

dutles of the minor and, therefore, indicates whether or not
‘the employment is legal for minors. The applications are
filed by year and alphabetically therein, and are retained in’
‘the office for about a month after which they are boxed and -
sent to the third floor storeroom vhere they occupy 5 cubie
feet, 1949 to date. The approximate rate of accumulation is
1 cuvbic foot per year,

RECOMMENDATION: Retain for L years a.fter date of 1ssue and
then destroy.

. . 3. MINOR'S EIELGYE{EB.’T CE%TIFIC?TE ~ SPECIAL CILASSES

Certain types of employment for minors of all ages are certi-
fied in special classes. These 1nc1udet

Appesrances as models (Minors under 1l years of
_ : age can be certified.)
- Apprenticeship agreenents A _
Distributive Education '

The latter 18 a work-vstudy program of the artment of Edu=
cation. The statute, Article 100, Section 24, Para., h, 1951 -
Anmnotated Code of Meryland, requiring L years ’ retention after
date of issue is applicable to these certificates. Material
is filed according to type of certificate and alpha.betica]l
therein. It occuplies one letter~sige drawer (1% cubie feet

for the périod 1950 to date. Accuxmla.tion rate is a few
linear inches per year.

RECOMMENDATION: Retain for h years after date of issue and

then destroy,
k. |NEFSBOY PERMIT FILE -
;. +{.f This file consists of an unnumbered form (5¥ x 87)., Boys of I
17 _ifﬁ”“:‘ the ages 12 and 13 are permitted to work as newsboys. Laws - C,m/
/)¢ - J.4 ) |(Article 100, Section 26 and 27,1951 Code) governing rewsboys
1 ;} are applicable only in cities having a population of 20,000

g  |or more. Hencey; only Baltimore City, Cumberland and Hagerse
tomn are covered by this authority, The statute requiring
% _ the Departzent to retain employment certificates for L years
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k. 5. Description of Records 6. Recomnendation
Ttenr} "Describe records accurately. Include title, form number, © ““|of Hall of Re- A
No.| purposec, size of documents, inclusive dates, quantity (cubic |cords and Board '

or lincar fect), and show recommended retention periods

of rublic Works. -
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after issue is aleo applicable to newnboy certificates, If
upen reaching the proper age, a newsboy enters some other
erploynent his certifficate 19 reroved fron this f£ile to the
¥inorts Frploywent Certificete File (Item 1)s The Hewsboy
File occupies five drawers (5" x §%)y It 48 filed by ecity
‘and age and then alphabetically by ndwe of newsboy within
each age groups The recommendatien for this item applies
only to those certificstes which have nob been remvssd to the
Hnorts Eﬁploymen‘o Certificate File, -

RECOMGENDATIONS Retaln tor L years artar d&te of;’ 1ssue and
then destroye

GGP.REBFG‘J"E%%‘I: EAPLOYRINT IEI ??ITIOH DY VISION A
Consiots primcrily of lebbers of loquiry concerning laws
governing children's working hours, conditions and ages, Also
contains correspondence with exployers who are employing .
children {1legully, explaining the {nfractions and suggesting
neans of rectifylng the situvation. Filed alphaboticrYly by -
‘name of respendent, the file occupies 2 dravers (3 cubic feect)
1951 to date, Accumulation rate is less than 1 drawer (ap~
p*oximtel % cuble foot) per year,

RECOM¥ENDATIONY Retain 3 years after creatioa ar receipt and
then destrw.

ACCIDEKT REPORTS IWvoLVIRN ﬁ]":{a‘ﬂs
Tn sceident casea involving minorss the State Tndustrial Age
cident Cormisslon forwards a copy of their report to the
Department of labor and Industry. The repord is used by the
Dopartment {or contacting parents to explain the lzws and -
{resulta of such aceldents, The STate Industrial Accident
Commission retains parsanently the'cosplete case histery of
all accldents to which thﬂse reports pertain, The accident
reports oceupy 1 drawer (1% cuble fest), 1949 to dotas Ao~
cumulation rate is g few lirear inches per year..
z:mem&mwmm Retain 3 years after reeeipt and th:m des~-
ToYe




